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This publication implements Air Force Policy Directive (AFPD) 37-1, Air Force Information Manage-
ment (will convert to AFPD 33-3).  The Inspection Checklist is developed to support AFI 90-201, Inspec-
tor General Activities and the USAFE Supplement 1, inspection programs.  This checklist is intended for
inspection use.  The checklist identifies compliance items that support policy established by AFI 33-360
Volume 2, Content Management Program- Information Management Tool (CMP-IMT).  It applies to all
United States Air Forces in Europe (USAFE) Publishing Offices that manage the organization’s portion of
the Air Force’s official Information Management Tool (IMT) program.  It does not apply to Air National
Guard (ANG) or Air Force Reserve Command (AFRC) units.  Send comments and suggested improve-
ments to this publication on AF IMT 847, Recommendation for Change of Publication, to the Enter-
prise Information Management (EIM) Flight (USAFE CSS/SCXM), Unit 3025 Box 125, APO AE 09094.
Ensure that all records created as a result of processes prescribed in this publication are maintained in
accordance with AFMAN 37-123, Management of Records and disposed of in accordance with the Air
Force Records disposition Schedule (RDS) located at:  https://afrims.amc.af.mil. 

SUMMARY OF REVISIONS

This document has been revised to reflect correct office symbols, unit names and certifying official.  Revi-
sions are indicated by a vertical bar (|) in the left margin. 

1.  General. The items listed do not constitute the order or limit the scope of the inspection or assessment.
As a minimum, units should use the inspection checklist in conjunction with the Unit Self-Assessment.
The objective is to identify deficiencies that preclude attainment of required capabilities.  Higher head-
quarters may use this checklist in whole or in part during visits or exercises. 

https://afrims.amc.af.mil
http://www.e-publishing.af.mil
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1.1.  Core Compliance Guide Items (CCGI) and Compliance Guide Items (CGI). Items identi-
fied by functional managers to prioritize command requirements and to allow the Inspector General
(HQ USAFE/IG) inspectors to assess criticality of deficiencies. 

1.1.1.  CCGI. Items identified by HQ USAFE directorates and functional managers as key result
areas for successful mission accomplishment including, but not limited to, items where non-com-
pliance could result in serious injury, loss of life, excessive cost, litigation or affect system reliabil-
ity.  These requirements may be mandated by law, Executive Order, Department of Defense (DoD)
directive, safety or Air Force and USAFE strategic plans.  CCGIs are referred to as significant
guide items requiring direct Inspector General (IG) evaluation.  Identify CCGIs by using upper-
case and bold letters. 

1.1.2.  CGI. CGI are areas that require special vigilance and are important to the overall perfor-
mance of the unit.  Noncompliance could result in some negative impact on mission performance
but is not likely to result in injury, unnecessary cost, or litigation.  Identify CGIs by using standard
sentence case. 

2.  Applicability. All items on this checklist are assigned an applicability code designating the wing/unit/
installation to which the item applies. 

3.  Forms/IMTs adopted: AF IMT 673, Request to Issue Publication;  AF IMT 847, Recommenda-
tion for Change of Publication;  AF IMT 1382, Request For Review Of Publications And/Or Forms;
DD Form 67, Form Processing Action Request. 
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Table 1.  Inspection Items for Information Management Tool (IMT) Offices. 

Item 
No. Item Reference 

Applica-
bility 
Code 

Yes/ 
No 

1. 

DID THE COMMUNICATION 
SQUADRON SUPPORT FLIGHT 
COMMANDER APPOINT A BASE 
CONTENT MANAGER TO ADMINISTER 
THE INFORMATION MANAGEMENT 
TOOL PROGRAM FOR THE BASE?
DID THE BASE FORWARD RESPECTIVE 
APPOINTMENT LETTER (INCLUDING 
THE INDIVIDUAL’S NAME, 
ORGANIZATION, OFFICE SYMBOL, 
AND DUTY PHONE) TO THE 
COMMAND CONTENT MANAGEMENT 
OFFICE (USAFE CSS/ SCXM)? 

AFI 33-360 V2 
Para 1.4. 3 

2. IS A RECORD SET ESTABLISHED AND 
MAINTAINED FOR EACH IMT? 

AFI 33-360 V2 
Para 1.7.17. 

3. IS ALL THE RESPECTIVE PAPERWORK 
ON FILE? 

AFI 33-360 V2 
Para 4.1. 3 

4. 

ARE ALL DD FORMS 67, FORM 
PROCESSING ACTION REQUEST, 
REVIEWED FOR ACCURACY AND 
COMPLETENESS? 

AFI 33-360 V2 
Para 1.7.7. 3 

4.1. 
IS EACH IMT’S REQUEST 
COORDINATED WITH ALL 
FUNCTIONAL AREAS? 

AFI 33-360 V2 
Para 1.7.8. 

Table 1.1. & 1.2. 
3 

4.2. IS EACH IMT’S REQUEST APPROVED/ 
SIGNED BY THE PROPER AUTHORITY? 

AFI 33-360 V2 
Para 1.7.1. & 

3.3.3. 
3 

5. IS EACH IMT PRESCRIBED IN A 
DIRECTIVE PUBLICATION? 

AFI 33-360 V2 
Para 1.7.3. & 

3.1. 
3 

6. 

IS AF IMT 673, REQUEST TO ISSUE 
PUBLICATION, COMPLETED 
CORRECTLY AND SIGNED TO SHOW 
IMT COORDINATION ON NEW AND 
REVISED PUBLICATIONS? 

AFI 33-360 V2 
Para 1.7.9. 3 



4 USAFECL33-2   1 FEBRUARY 2006

7. 

DOES THE FORMS MANAGER ENSURE 
THE OFFICE OF PRIMARY 
RESPONSIBILITY (OPR) PROVIDES AN 
APPROVED PRIVACY ACT STATEMENT 
ON THE IMT WHEN IMT COLLECTS 
PRIVACY ACT INFORMATION? 

AFI 33-360 V2 
Para 1.5.6. & 

3.10. 
3 

8. 

ARE ALL IMT REQUESTS SENT TO THE 
USAFE CONTENT MANAGER FOR 
EVALUATION, APPROVAL/ 
DISAPPROVAL, AND CREATION? 

AFI 33-360 V2 
Para 1.7.8. 3 

9. 

IS AN ANNUAL REVIEW (AF IMT 1382, 
REQUEST FOR REVIEW OF 
PUBLICATION AND/OR FORMS, OR 
OTHER WRITTEN MEANS OF REVIEW) 
ON FILE FOR EACH IMT? 

AFI 33-360 V2 
Para 1.5.11. & 

1.7.11. 
3 

10. 
ARE ALL ELECTRONIC IMTS 
OBTAINED AT THE RESPECTIVE 
OFFICIAL WEB SITES? 

AFI 33-360 V2 
Para 2.3.3. 3 

11. 
Is each IMT designed in the Air Force (AF) 
standard IMT design software (currently Pure 
Edge Designer)? 

AFI 33-360 V2 
Para 2.3.1. & 

2.4.2. 
3 

12. 

Is the IMT Designer software only available to 
designated IMT design functions?  (In USAFE 
IMT design is centralized at USAFE CSS/
SCXM) 

AFI 33-360 V2 
Para 2.3.2. 3 

13. If IMTs are not created in electronic format is a 
justification, provided by the OPR, on file? 

AFI 33-360 V2 
Para 1.5.2. 3 

14. 

Does the Base IMT Manager ensure all IMTs 
are designed and numbered according to 
standards established by Air Force 
Departmental Publishing Office (AFDPO) or 
major command (MAJCOM)? 

AFI 33-360 V2 
Para 1.7.6. 3 

15. Does the Base IMT Manager ensure the use of
existing higher-level IMTs, when appropriate? 

AFI 33-360 V2 
Para 1.7.5. 3 

16. 

Is the Base IMT Manager notified by the OPR 
when an IMT is declared obsolete (outside the 
annual review cycle)?
Is the production development office (USAFE 
CSS/SCXM) informed by the Base IMT 
Manager thereafter? 

AFI 33-360 V2 
Para 1.5.7. 3 
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STEVEN J. SPANO,  Colonel, USAF 
Director, Communications and Information 

17. 

Did the OPR update/revise the prescribing 
directive (PD) when a prescribed IMT is 
discontinued or an extensive revision of an 
existing IMT requires changes in the PD? 

AFI 33-360 V2 
Para 1.5.3. 3 

18. 

Is the Base IMT Manager notified by the OPR 
when a new OPR takes responsibility for an 
existing IMT?
Is Command IMT Manager (product 
development center) informed of theses 
changes as well? 

AFI 33-360 V2 
Para 1.5.8. 3 

19. Are users/customers trained on software 
application use? 

AFI 33-360 V2 
Para 1.7.16. 3 
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Attachment 1   

GLOSSARY OF REFERENCES AND SUPPORTING INFORMATION 

References 

AFPD 37-1, Air Force Information Management 

AFI 33-360 Volume 2, Content Management Program - Information Management Tool (CMP-IMT) 

AFMAN 37-123, Management of Records 

AFI 90-201, Inspector General Activities, and the USAFE Supplement 1 

Abbreviations and Acronyms 

CCGI—Core Compliance Guide Item 

CGI—Compliance Guide Item 

IMT—Information Management Tool 

OPR—Office of Primary Responsibility 

PD—Prescribing Directive 

USAFE—United States Air Forces in Europe 
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